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Setting Scale to Page to One Page 

How does Scale to Page work? 

As we either create reports from scratch or add additional fields to existing reports, we are challenged with making sure 

they stay within the format of one page width.  While Scale to Page is available for width & height, the document with 

focus on using it for width. 

Using the Scale to Page option: 

Once you are in the design mode of your report, you will notice under the Page Setup tab, the Scale to Page Sub Tab. 

 

In this example, I am using the Official SCEIS FI – Appropriation Balances (477 Equivalent) Enterprise Report, which I have 

copied into my Favorites.  You will notice the report is formatted to be Portrait and print to letter sized paper 

 

Also note that the report is set on a Page display, not the quick display.  This will display on your screen what the printed 

page will look like. 
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Setting Scale to Page to One Page 

Below is the Report before I make any changes. 

 

I want to add two columns to the right, one for commitments and one for Balance after Commitments.   Once I insert 

the two columns, Anarchy ensues! 
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Setting Scale to Page to One Page 

 

 

Notice that adding the two columns has made this report to wide for the page and now is two pages wide. 

But, if I go to the Scale to Page, Width and select from the drop down menu, 1 Page 
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Setting Scale to Page to One Page 

 

The report is resized and now fits back on the one page. 

 

 

 


